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	HOLBORN COMMUNITY ASSOCIATION
Bedford House Community Centre, 35 Emerald Street, London WCIN 3QW
POST: HCA SESSIONAL CRECHE WORKER

REPORTING TO: CENTRE SERVICES COORDINATOR  
BEDFORD HOUSE

SALARY: £11/hr inclusive of London weighting

HOURS: 2.5 per week 
CONTRACT: Until 31 March 2012




A. Purpose of the Post
  To support the Saturday baby gym staff to deliver the under 5’s service in a warm, stimulating and safe environment appropriate to the needs of children aged 0 to 5 years.
B. Accountability 




Centre Services Coordinator.
C. Key Responsibilities
          The HCA Sessional Crèche Worker will be responsible for: 

·   Planning and carrying out the care, play and learning programme for 0-5’s, appropriate to their ages, needs and developmental stages;
· To support the staff with session planning and evaluation and to ensure that you and they understand the procedures for dealing with child protection issues;
· To work in partnership with parents/carers, consulting and sharing information with them about the needs and progress of their children;
· Ensuring that all aspects of the baby gym is underpinned by a commitment to diversity and equal opportunities;
· To work closely with and support your team of crèche workers and the Centre Services Coordinator.

· To ensure that all HCA policies and procedures relevant to the work of the crèche are adhered to;
· To be a flexible HCA staff member and be prepared to help where needed;
· To have overseen and have responsibility for the maintenance and cleaning of toys and play equipment and to ensure they are put back in the appropriate place.

· To keep records of relevant information for monitoring purposes;
· Be prepared to undertake additional training, i.e. Child Protection, Equal Opportunities;
· To oversee that all service users respect all other users and staff irrespective of different race, ability, gender, religion and culture;
· To undertake additional or other duties as may be appropriate to achieve the objectives of the post and as directed and deemed appropriate by the Line Manager;
· To report to the Line Manager any hazard, accident, damage or defect so that appropriate action may be undertaken;
· The HCA operates a Smoke-Free Policy and the post-holder is prohibited 

from smoking in the building.
Other Responsibilities
· To carry out all the duties in accordance with Holborn Community Association’s organizational policies and procedures;
· To carry out other duties commensurate with the post and the abilities of the post holder as agreed with the Line Manager.

· Participate in training courses, meetings and managerial supervision as agreed with the line manager.
Terms and Conditions

Salary:  
£11/hr inclusive of London Weighting.

Hours:  
2.5 hours per week on Saturdays. Currently 3pm – 5.30pm but this may vary from time to time. No overtime payment is payable. 

Holidays:  
30 days a year pro rota plus Bank Holidays.

Pension:  
No current pension but under review.

Probation:  
3 months.

Notice:  
1 month on completion of probationary period.

FULL TERMS AND CONDITIONS WILL BE ISSUED ON APPOINTMENT
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PERSON SPECIFICATION

ESSENTIAL COMPETENCIES, SKILLS, TASKS AND EXPERIENCE

· NVQ level 3 in Childcare and an Enhanced CRB under 1 years old;
· Fluent in spoken and written English and IT literate; 

· 2 years relevant experience of play related work with under 5’s;
· Knowledge of issues and regulations relating to learning through play;
· Able to work with confidential information and to work with both children and adults in a non- discriminatory manner;
· Able to work flexibly and independently or as part of a team;
· Ensure that all toys and equipment are set out prior to children's arrival and tidied away after children have left;
· Able to plan the session and participate in any other work required for smooth running of the sessions. 
· Able to supervise children in the crèche ensuring that a safe , creative, welcoming and happy environment is provided where children can play, learn and enjoy the company of other children;
· Understanding of the procedures for dealing with child protection issues
· Knowledge of Health and Safety issues in a crèche setting;
· Understandings of the importance of care and play in a child’s development.
Equal Opportunities Policy

1. Holborn Community Association recognises that many groups of people within society are likely to suffer disadvantage, harassment or discrimination in many aspects of their lives, thereby devaluing them and denying them their basic rights.

2. Holborn Community Association commits itself to combating such intolerable discrimination and to take positive action, seeking to extend within the organization opportunities for people affected by it.

3. Holborn Community Association is determined to ensure equality of opportunity throughout employment, services and management by providing any resources, encouragement and specific training necessary to enable people from all groups to play an active role and advance through its structure.

4. Holborn Community Association seeks to raise consciousness within the organisation and amongst members and users of the various forms of discrimination and promote all efforts to combat it.

5. Holborn Community Association strives to be model of good equal opportunities practice and will seek to work with other organisations in campaigning around issues which impinge on this

6. All forms of discrimination, abuse or harassment will be regarded as serious disciplinary offences and dealt with in accordance with the disciplinary procedures.

HOLBORN COMMUNITY ASSOCIATION
POST APPLIED FOR:
DECLARATION OF CRIMINAL RECORD

As stated in the application form, because of the sensitive nature of the duties the post holder will be expected to undertake, you are required to disclose details of any criminal record. Only relevant convictions and other information will be taken into account so disclosure need not necessarily be a bar to obtaining the position.

If you have declared a criminal record and we believe this to have a bearing on the requirements of the post, we will discuss the matter with you at interview.

The information given will be kept securely and only processed fairly and lawfully in accordance with the requirements of the Data Protection Act.

1. Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?

YES/NO

If YES please give details of offences, penalties and dates: 

[For posts which are subject to Enhanced Disclosure}

2. Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post? 

YES/NO

If YES please give details:

I declare that the information given above is correct and complete.
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